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Job Duties 
      

1. Job Duty: 
  
  
  
  
  
  
 Success Criteria: 
  
  
  
  
  
  
 Actual Performance: 
  
  
  
  
  
  
 Weight Rating 
 
 

    
2. Job Duty: 
  
  
  
  
  
  
 Success Criteria: 
  
  
  
  
  
  
 Actual Performance: 
  
  
  
  
  
  
 Weight Rating 
 
 

      
 
 

Job Duty
Write a brief description of an important job duty, using the employee’s most recent position description as a guide.

Success Criteria
Describe the outcome or expected result if the employee successfully carries out the job duty.  Write the success criteria in measurable terms.

Actual Performance
Use this space to describe how the employee performed for the entire period using concrete descriptions of outcomes.

Weight
Assign a weight that reflects the importance of this duty to the employee’s overall job. All job duties and objectives combined must total 100%.

Rating
Use the drop down box to assign a rating at the end of the rating period.



Job Duties (continued) 
 

3. Job Duty: 
  
  
  
  
  
  
 Success Criteria: 
  
  
  
  
  
  
 Actual Performance: 
  
  
  
  
  
  
 Weight Rating 
 
 

      
4. Job Duty: 
  
  
  
  
  
  
 Success Criteria: 
  
  
  
  
  
  
 Actual Performance: 
  
  
  
  
  
  
 Weight Rating 
 
 

   
  
 



Job Duties (continued) 
 

5. Job Duty: 
  
  
  
  
  
  
 Success Criteria: 
  
  
  
  
  
  
 Actual Performance: 
  
  
  
  
  
  
 Weight Rating 
 
 

      
6. Job Duty: 
  
  
  
  
  
  
 Success Criteria: 
  
  
  
  
  
  
 Actual Performance: 
  
  
  
  
  
  
 Weight Rating 
 
 

 
 
 



Objectives (optional) 
      

1. Objective: 
  
  
  
 Success Criteria: 
  
  
  
 Actual Performance: 
  
  
  
 Weight Rating 
 
 

    
2. Objective: 
  
  
  
 Success Criteria: 
  
  
  
 Actual Performance: 
  
  
  
 Weight Rating 
 
 

      
3. Objective: 
  
  
  
 Success Criteria: 
  
  
  
 Actual Performance: 
  
  
  
 Weight Rating 
 
 

 
 
 
 

Objective
Describe a special project, program responsibilities or assignment assigned to the employee during the time-frame covered by the review.

Success Criteria
Describe the outcome or expected result if the employee successfully meets this objective.  Write the success criteria in measurable terms.

Weight
Assign a weight that reflects the importance of completing this objective in relation to the employee’s overall job. All job duties and objectives combined must total 100%.

Rating
Use the drop down box to assign a rating at the end of the rating period.

Actual Performance
Use this space to describe how the employee performed for the entire period using concrete descriptions of outcomes.



Performance Characteristics 
 Acceptable/ 
 Unacceptable 

      
1. Characteristic: 
 Definition: 
  
  
  
  
  
  
 
 

    
2. Characteristic: 
 Definition: 
  
  
  
  
  
  
 
 

      
3. Characteristic: 
 Definition: 
  
  
  
  
  
  
 
 

 
4. Characteristic: 
 Definition: 
  
  
  
  
  
  
 
 

 
 
 
 

Characteristic
Identify the Performance Characteristic needed for success in this job.  (i.e. - Teamwork, Initiative, etc.)

Definition
Based on your expectations and the job requirements, describe the behaviors that demonstrate proficiency in this characteristic.



Performance Characteristics (continued) 
 Acceptable/ 
 Unacceptable 

         
5. Characteristic: 
 Definition: 
  
  
  
  
  
  
 
 

      
6. Characteristic: 
 Definition: 
  
  
  
  
  
  
 
 

 
 
 
 

Summary and Development Plan 
Identify the employee’s major accomplishments, areas needing improvement, and steps to improve present and future performance.  
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